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2.37 WinSTETS 
 
1. Purpose
 

1.1 To describe the steps to be taken to use the WinSTETS program to implement 
Lock-out/Tag-out (LO/TO).  The WinSTETS program groups a set of 
components (equipment) together to form a Tag-out ID, which controls a system. 
 The program keeps track of the status of the components, and the Tag-out.  The 
program may also be used to track the LO/TO of a single piece of equipment. 

 
2. Authority and Responsibilities
 

2.1 Workers implementing LO/TO are responsible for ensuring the status is correct in 
the WinSTETS system. 

 
2.2 Supervisors or their designees are responsible for inputting component 

information for LO/TO involving many components to be locked out in a system. 
 

3. Prerequisites
 

3.1 Workers performing LO/TO shall have current training in: 
 
• AD-CA_ACCESS (Collider-Accelerator Access Training) 
• HP-OSH-150B   (Electrical Safety I) 
• HP-OSH-151B  (LO/TO authorized)  
• AD-LOTO-OJT (Department Specific Lock-out/Tag-out) 

 
4. Precautions
 

4.1 The LO/TO status of a component or system shall not be changed to “Confirmed” 
in WinSTETS until affected workers have been notified and the LO/TO has been 
verified. 

 
5. Procedure
 

5.1 There are five conditions possible for a WinSTETS description of the Tag-out 
System. 
 

1. Planned - Used for planning purposes. This allows for preparation of 
paperwork only. 

2. Pending - Tags are in the process of being hung. 
3. Confirmed - The locks and/or tags have been verified, equipment is 

verified as de-energized, and notifications have been made. 
4. Release in Progress - The tags are in the process of being removed and 

the equipment is being returned to a normal in-service condition. 



 
 

5. Job Released  - Notification has been given that all locks and tags have 
been removed, and equipment has been returned to a normal in-service 
condition. 

 
The system has been set up at C-A so that each authorized user is assigned to a 
workgroup.  Only the Tag-outs associated with that workgroup will be available 
for the user.  

 
5.2 Logging in to WinSTETS 

 
The LOGIN screen for WinSTETS program requires 
authentication of the user.  
 

 
 
The convention used initially is: User ID=life number and 
the Password=life number.  The WinSTETS program will 
require that the password be changed. Note: You cannot 
use the same password. When the life number has been 
entered, it will automatically check training status.   
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When an individual’s training has lapsed – as indicated 
above – he/she will not be admitted to the system, until the 
day after he/she has successfully completed the required 
training. Note: A delay of one business day is required, 
because BSD personnel update the training records after 
the close of each business day. 
If the user is trained, and is entered into the system, then they will be able to do 
any of the functions – provided by the Wizard -of WinSTETS using 
the Standard Tagouts created for their workgroup. 
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5.3 Tag-out Maintenance 

 
To create a new Standard TagOut from an existing 
Standard TagOut you would choose this option from the 
first screen, and press the Continue button.  
 

 
 
After you select one that closely matches the new TagOut, 
then as shown below, you would first assign a new Standard 
TagOut ID – following the Department convention – next, 
you would modify the Equipment Description and add the 
description of work. 
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This display allows you to select the Standard TagOut you 
have previously chosen to use to create the new active 
TagOut. Next, you can type the identifier in directly or use 
the drop down selector list. Note: You must enter a valid 
Standard TagOut identifier, using the Department’s 
convention. The TagOut created from the Standard selected 
will automatically resolve “Tag Type” and “Tagged 
Position” conflicts where possible. Note: A summary of the 
actions taken will be provided when you are done. 
 
On the next screen, the window labeled as “Dept.” is 
actually the Workgroup ListBox. Make sure that the 
ListBox labeled “Dept” – actually is your Workgroup, the 
Building information is correct, and the Location are all 
correct for the component associated with this new 
Standard TagOut. 
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 The file listed below: http.htm – provides a link to the 
OPMs that describe the standard information associated 
with each C-A Standard TagOut. as shown here:   
 

 
The following screen shows where this file is used within 
the WinSTETS program: 
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The information listed includes the system, and system description, TagOut 
ID, current status, and a listing of each component associated with that Tag-out.  
Other tabs on the TagOut screen will show the responsible party, and the workers 
that authorized or released the current status.  A time stamp is put on each change 
in status, along with the name of who input the change. 

C-A-OPM 2.37 (Y) 8 Revision 00 
  April 28, 2005 



 
 

 
5.4 Tag-out Wizard (continued) 

 
 

 
 
The Tagout Wizard screen, as shown above, allows the following operations: 

Sign on a group/team Tagout 
Sign off a group/team Tagout 
Print a Tag-out Work Sheet 
Create a new TagOut from a standard template [Standard TagOut] 
Change the status of a TagOut 

 
5.4.1 Signing on to a Group Tag/Team Tag: 
 

Currently all Standard TagOuts are Group /Team Tags. 
 

After you press the Continue button, the system will ask for a TagOut 
name (a pull-down menu of Standard TagOuts created by your 
Workgroup appears) and your UserID - the Users Life Number).   
You will then be able to print tags or a TagOut worksheet, if desired. 
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The image below displays the screen where you can select the Work 
Order, if any, then press the Continue Button. 
 

 
 
Next, you select the Tag Holder, using the down-facing arrow. 
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Once a name is chosen, then you are prompted for a password for 
confirmation of you as the Tag Holder, as seen below. 
 

 
 
Next, you are able to choose which TagOut to print. 
 

 
 

Next, you can choose the destination for printing of the Tags and 
worksheets, if any.  
Note: Since, the C-A MCR personnel hang re-usable Tags, they will 
only need to choose the location of the worksheet printer. 
 

 
 
 
 

 
 
 

WARNING 
This WinSTETS program allows users to change user name and sign another 

worker off the group Tag-out – this is not allowed by C-A policy.  See C-A OPM 2.1.4 
“Removal of Locks and Tags by Others” for the three-person rule for removing the lock 

and/or tag of another person! 
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5.4.2 Signing off a group/team TagOut 
The system will show the Workgroup tags you are currently signed on to, and you can 
choose from the list to take your name off the TagOut. 

 
5.4.3 Printing a TagOut Worksheet/Planning a TagOut 

The default status of a new TagOut is "Pending".  When the TagOut of a system is 
planned, go to the TagOut ID and get a worksheet of all the components in the system, 
and the type of tags.  The tags can also be printed in preparation for the actual TagOut. 
 There are specific printers available for printing the tags, click on the Printers tab on the 
window to see the nearest printer. 

 
5.4.3.1 The TagOut Worksheet is taken into the field to use for 

the component LO/TO.  As each LO/TO is applied, initial 
the worksheet for that component. 

 
5.4.4 Creating a new TagOut using a standard template 

This option allows a user to copy a TagOut template already in use and customize it 
for a new system. 

 
 
 
 
 
 

WARNING 
Do not change the status of a TagOut to “Confirmed” until it has been verified that all 
locks and tags have been placed, and the components have been verified as de-energized. 
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5.4.4 Changing the status of a TagOut [as shown below] 
 

 
 
When all the components have been LO/TOd, use the Wizard to 
change the status to "Confirmed".  To change the status of a 
TagOut, select the “Standard TagOut” displayed 
on the menu, and change to the new status.  When the work 
is on the system is finished, the TagOut status is changed to 
"Release in progress" – This alerts ALL personnel 
that NO new work should begin on the affected 
equipment - while the locks and tags are in the process of 
being removed, and "Job Released" when the equipment has 
been returned to service. 

 
5.5 Print 
 

To print the TagOut worksheet and/or tags, the Print option can be used.  
From the Print window, you can choose to Print a worksheet to apply or remove 
locks and tags, print the status of any current TagOut listed by the 
program, or print just Tags.  The reports can be sent to a file, the screen, or to 
any of the printers available from the pull-down menu. 
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5.6 Equipment Lineup – Not Yet Implemented 

 
This window is used to show the component status for each equipment lineup.  It 
will show the ‘as left’ status, normal status, and current status. 
 

5.7 TagOut Status 
 

This window shows the current status of each TagOut, and the person that 
requested that status.  By clicking in the Display Components box at the bottom, 
it can also be used to show the status of each component in the TagOut.  The 
reports can be sorted by any of the information fields (date, person, group) 

 
5.8
 

 
 
The information about any piece of equipment can be changed or updated using 
the component data maintenance function.  This page has the normal status of the 
equipment, and descriptions of the component and type of tags normally put on 
the equipment.  It can also be used to query which equipment is in an off-normal 
status. 
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The Optional Information tab is shown next: 
 

 
 
The “Hazard Type” ListBox is used to identify the type of 
hazard, eg. Electrical 208V. 
 
The references tab is shown next: 
 

 
 

Of particular interest here is the “Linked Components” 
button. This can be used to identify the other components 
that are affected – removed from service - when this TagOut 
is used. 
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5.9 TagOut Report 

 
The TagOut Report page can direct output to a printer, file, or window.  It can 
print the status of each Tag0ut (in detail or summary), when each person signed 
on or off a group TagOut, the names of those who have requested and/or 
released a TagOut, and various other reports.  Each report can be sorted. 

 
5.10 Component Report 

 
Similarly to the TagOut report, this report gives information on each piece of 
equipment entered into the system, and can be sorted and directed to a file, 
printer, or window. 

 
 
6. Documentation

 
None 

 
7. References

 
7.1 C-A-OPM 2.36, “Lock and Tag Program for Control of Hazardous Energy”

 
7.2 C-A-OPM 2.14, “Removal of Locks and Tags by Others”
 

8. Attachments
 
 None 

 

http://www.rhichome.bnl.gov/AGS/Accel/SND/OPM/Ch02/02-36.PDF
http://www.rhichome.bnl.gov/AGS/Accel/SND/OPM/Ch02/02-14.PDF
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